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1. Purpose. To promulgate and implement
enclosure (1).

2. Applicability. This instruction applies to all
Department of the Navy commands and
personnel that participate in CFC-OA.

3. Policy. Itis DO>” policy to encourage
civilian and military personnel stationed overseasw
(excluding Alaska, Hawaii, Puerto Rico and the
U.S. Virgin Islands) to participate in CFC-OA
consistent with this instruction and reference (a).

4. Action

a. The Assistant Secretary of the Navy
(Manpower and Reserve Affairs) shall administer
this instruction.

b. Overseas commanders and commanding
officers shall ensure compliance with the
provisions of enclosure (1) and reference (a).

c. All DON personnel participating in
CFC-OA shall comply strictly with the applicable
portions of this instruction.

5. Report. Symbol DD-DAM4(A) 1392(5340)
is assigned to the reporting requirement
contained in enclosure ( 1) and is approved for
three years from the date of this directive.

H. LAWRENCE GARRETT, III
Secretary of the Navy
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Department of Defense

INSTRUCTION
SECNAVINST 5340.6
6 MAR 1992

Au us,t17, 1990
N8MBER 5035.5

DA&M

SUBJECT : DoD Combined Federal Campaign - Overseas Area (CFC-OA)

References: (a) DoD Instruction5035.5, subject as above, August 23, 19’78
(hereby canceled)

(b) DoD Directive5035.1, “Fund-Raising Within the Department of’
Defense”

(c) Title 5, Code of Federal Regulations, Part 950 (U.S. Office
of Personnel Management Combined Federal Campaign Regulation,
“Solicitation of Federal Civilian and Uniformed Services
Personnel for Contribution to Private Voluntary Charitable
Ol*ganizations ,“ May 26, 1988)

(d) ExecutiveOrder (E.O.) 12353, “CharitableFund-Raising,”
March 23, 1982as amended by E.O. 12404, “Charitable Fund-
Raising,” February 10, 1983and Public Law 100-202,
“Treasury,PostalService, and General Government
AppropriationsAct of 1988,1’December21, 1987

(e) DoD Directive7330.1, “VoluntaryMilitary Pay Allotments,”
January 14, 1986

(I’) DoD Directive1418.4, “Civilian Pay Allotments,’tMarch 16,
1979

A. REISSUANCEAND PURPOSE

This Instruction:

1. Reissuesreference(a) to reflect the new Combined Federal Campaign
(CFC) fund-raisingrules and regulations,and providesa new mailing address
for centralreceiptof checksand copies of contributors’cards. The Eu;opean,
Pacific,Atlantic,Southern (PanamaCanal Area) and Central Commands are_-
includedas part of the CFC-OA.

2. Authorizesa single overseasCFC among U.S. DoD military and civilian
personnelgoverned by the policiesand proceduresof references(b) and (c).

B. APPLICABILITYAND SCOPE

This instruction:

1. Applies to the Office of the Secretaryof Defense (OSD), the Military
Departments,the Unified Commands,and the Defense Agencies (hereafterreferred
to collectively~s “DoD Components”).

2. Encomp~ssesoverseascommands, installations,and activities,excluding
those located in Alaska, Hawaii,the Commonwealthof Puerto Rico, and the U.S.
Virgin Islands.b

,CJN

Enclosure (1)
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c. POLICY

1. The program, practices,and procedures prescribed in the U.S. Office of
Personnel Management Combined FederalCampaign Regulation (OPM CFC Regulation)
(reference (c)) shall be applied by all DoD Components to all authorized fund- -
raising solicitations. DoD Componentsmay, without any changes in content,
reprint the OPM CFC Regulation in their established format and media.

2. As stated in E.O. 12404 and P.L. 100-202 (amendmentstQ reference (d)),
the CFC is open to voluntary charitableand philanthropicorganizations..

3. DoD Components, includingcommandersand heads of field installations
and activities, shall cooperate with and assist recognizedvoluntary health and
welfare organizations and representatives,or authorizedorganizationsor
representatives of other Federal Agenciesas appropriate, in the arrangements
for and conduct of authorized solicitationsas required to meet the OPM CFC
Regulation (reference (c)) and the needs of local communities. Employee
solicitations shall be conductedduring duty hours using methods that permit
true voluntary giving and shall reserve to the individualthe option of ‘
disclosing any gift or keeping it confidential.

4. Legal authority for the Federal fund-raisingprogram is E.O. 12353 as
amended by E.O. 12404 and P.L. 100-202(reference (d)). Section 7 of E.O.
12353 states: “This order shall not apply to solicitationsconducted by
organizations composed of civilianemployees or members of the armed forces
among their own members for organizationalsupport or for benefit or welfare
funds for their members. Such solicitationsshall be conducted under policies
and procedures approved by the head of the department or agency concerned.”
On-the-job solicitations for military relief and aid organizations shall be
governed by the general principlesof the OPM CFC Regulationand this
Directive. Such solicitationsshall not be made during conflicting periods or
in any other way conflict with solicitationsauthorized for the CFC.

5. As indicated in the OPM CFC Regulation (reference (c)), fund-raising by
private voluntary organizations at the place of employmentor duty is limited.
This restriction does not preclude local employees’ initiative to assist the
unfortunate.

D. RESPONSIBILITIES

1. The Chairman of the Local Federal Coordinatirv?Committee (Washington,
DC), its subcommittees,and the local Command CoordinatingCommittees,
authorized under DoD Directive 5035.1 (reference (b)), shall plan? coordinate?
and conduct a single CI?Cin accordancewith the plan in enclosure 2.

2. The Commanders of the Unified Commands shall ensure that the campaign
is properly planned, scheduled, and conducted in their areas of jurisdiction in
accordance uith the plan and of any separately prescribed campaign procedures
issued by the local federal coordinatingcommittee and its subcommittees.

3. The DoD Fund-Raisin~ Coordinatorshall provide day-to-day information
and advice, as required, on matters relating to the combined campaign.
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L E. PROCEDURES

The Chairman,Local FederalCoordinatingCommitteetshall select an
organizationor’combinationof’organizationsto conduct a CFC in the overseas
areas in accordancewith the plan in enclosure2.

F. INFORMATIONREQUIREMENTS

The informationrequiredin subsectionG.3 of enclosure2 is assigned
Report ControlSymbol DD-DA&M(A)1392.

G. EFFECTIVEDATE AND IMPLEMENTATION

This instructionis effectiveimmediately. Forward one copy of
implementingdocumentsto the Director”ot Administrationand Management,Office
of the Secretaryof Defense,within9CIjays.

D.11.COOKE
llirectoc
Administration and Management

Enclosures- 2
1. General and/orBackgroundInforrrlationon VoluntaryGiving
2. Plan for DoD CombinedFederalCampaign - Overseas Area
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5035.5 (Encl 1)

LENEtiALAND/OR BACKGROUNDINFORMATIONON VOLUNTARYGIVING

A. Local, nat!or~al,and internationalcharitableand philanthropic
organizationsaepend on voluntarycontributionsto achieve their objectives.
Members of’the Armed Forces and civilianemPloyeesof the Departmentof.
Defense, as individualcitizensand as members of the communityin which they
live, should assume their respectiveshare of the responsibilityl’orsupporting
these activities. To that end, dollar goals may, while not required,be
established to providea focus for good spirit and unity of purpose that
contributesmateriallyto success. By apportioningthe goal equitably among
the activitiesand installations,each group shares responsibilityin the team
effort and has a mark with which to gauge its progress.

B. Each member of the Armed Forcesand each civilianemployeeof the
Department of Defenseshall be encouraged,through on-the-jobsolicitations,to
designate his or her contribution(s) to a specificorganization. Such
designated contributionsshall, lessapprovedadministrativecosts, be remitted
by the principalcombinedfund organizationto the specifiedrecipient.
Undesignatedcontributionsshall be distributedaccordingto formula. -

c. True voluntaltygiving is fundamentalto Federal fund-raisingactivities.
Procedures that do not allow free choiceor even create the appearance that
employees do not have a free choice to give or not to give or which do not
provide for the confidentialityof that electionor the amount of any
donations, are contraryto Federalfund-raisingpolicy. Such prohibited

u practices incjude,but are not limitedto:

1. Solicitationof employeesby their supervisoror by any individualin
their supervisorychain of command. This does not prohibitthe head of an
agency from pe~”formingthe usual activitiesassociatedwith the campaign kick-
off or from demonstratinghis or her supportof the CFC in employee newsletters
or other routine communicationswith the Federal employees.

2. Supervisoryinquiriesabout whetheran employee chose to participateor
not to participateor the amount of an employeesdonation. Supervisorsmay be
given nothing more than summary informationabout the major units that they
supervise.

3. Setting ~f’100 percent participationgoals,

4. Establishingpersonaldollar goals and quotas.

5. Developingand using lists of noncontributory.

6. Providingand using coritributorlists for purposesother than the
routine collection,forwarding-ofcontributionsand allotments,and recognizing
donors.

7. Using as a factor in a supervisor’sperformanceappraisalthe results
of the solicitationin the supervisor’sunit or organization.

1-1



D. The overall effectivenessof a campaigncan be significantlyimprovedby
the use of campaignaids. Authorizedcampaignaids include,but are not
limited to, the following:

1. Hiblicltyitemssuch as balloons,lapel pins, counter cards, posters, ~
etc.

2. Goai board displaysshowingachievementof organizationsparticipating
in the campaign.

3. Charts and/or reportsand analysesof campaign progress.

4. Letters or memorandaof endorsementby principalofficialsor
organizationleadersthat providegeneral informationabout, generate interest
in, and show supportfor the campaign.

5. News storiesand articles for military installationpublicationsand/or
local newspapers.

6. Recognitionand/or preser]tationcf campaign awards earned by
individualsfor outstandingserviceto the campaign or for contribution-skeyed
to percent of salarydonated. (Example: presentationof the CFC Eagle (Pin)
Award to recipients.)

7. Speechesandior addressesand/or public appearancesmade, throughout
the campaign,by principalofficialsor organizationleaders,to present
campaign information,to encourageparticipation,and to promote community
support through voluntarygiving.

These campaignaids are consideredto be effective techniquesto b~ild team
spirit and promoteorganizationalpride. When performedwithin the true spirit _
of volunteer g]ving,these activitiesare not coercive actions,but are
positive measurescontributingto the success of the fund-raisingeffort.

E. Raffles, lotteries,bake sales, carnivals,athletic events;or other fund-
raising activitiesnot specificallyprovided‘for in the OPM CFC Regulation
(reference (c)) and this Instructionare strictly prohibited.

. .
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5035.5 (Encl 2)

~ PLAN FOR DOD COMBINED FEDERALCAMPAIGN - OVERSEASAREA

A. PURPOSE

1. This p!arlI’or>the DoD CombinedFederalCampaign - Overseas Area (CFC-
OA), in suppott of the voluntarycharitableand philanthropicorganizations,
has been developed to:

a. Meet cor]tributorwishes for a single campaign;

b. hedll~ecosts to the Government;and

c. Provide greater financialresourcesfor the voluntaryagencies
(that are dependenton voluntaryprivategifts) for their vital programs.

2. The plan was approved by the Director,Office of PersonnelManagement,
under the authority of E.O. 12353,which has been amended by E.O. 12404 and
P.L. 100-202 (reference (d)).

B. DOD CFC - OVERSEAS AREA ORGANIZATION

1. Local Federal CoordinatingCommittee

a. A local Federal coordinatingcommittee (LFCC)has been established
~ in Washington, DC to make final decisionson policy and planningmatters

relating to the CombinedFederal Campaign- Overseas Area (CFC-OA)for both the
Government and the PrincipalCombinedFund Organization(PCFO).

(1) The committeesnail provideuniformityand assist the overseas
commanders by working out basic plans and operatingarrangements,such as
coordinating the distributionCJ1’funds providedfor family supportand youth
activity programs, reviewingand approvingall campaignmaterials,etc.

(2) The committee’sorganizationand the activitiesthat are
representedare indicatedin the attachmentto this enclosure.

b. The LFCC is responsiblefGr supervisingthe activitiesof th~-PCFO,
and acting upon any problems relatingto a voluntaryagency’snoncompliance
with the policies and proceduresof the CFC. The responsibilitiesshall also
include those listed in the OPM CFC Regulation(reference(c)).

c. The campaignareas and organizationsfor the DoD CFC-OA shall be as
f@llows:

(1) Tnere shall be five principalcampaign regions;namely,
Europe, Pacific, Atlantic,Central, and SouthernCommands. The Atlantic region
shall include those outposts in the North Atlanticthat are not now included in
the Continental United States (CONUS)campaign,such as Thule AFB and
Sondestrom AFB, Greenland. A Command CFC CoordinatingCommitteeshall be
established by the Unified Commander$f’oreach of the above Unified Command
regions. Each !JniriedCommanderwill requestsubordinatecommandersand otherL
local command ufficialsto cooperatefully with the decisionsof the Command
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CFC CoordinatirlgCommitteeon ail aspects of the CFC arrangementsin the
interestof achievinga single combinedcampaign. The Commander in Chief,
Atlantic (CINCLANT),shall assume campaignresponsibilitiesfor Greenland.

(2; AJ1 membersof the Armed Forces and civilian employees
assigned to orgarlizationsand units of the above DoD commandsand activities,
which are located overseas(excludingAlaska,Hawaii, the Commonwealthof
Puerto Rico, and the U.S. Virgin Islands),shall be included in the DoD CFC-OA.
Personnel in Alaska, Hawaii,the Commonwealthof Puerto Rico, and the U.S.
Virgin Islands are includedin the domesticcampaign.

d. The proceduresfor the CFC in sectionsC., D., E., and G., below,
of this plan may not be changedor modified,except as specificallyapproved by
the Chairman, LFCC. Requeststo modify proceduresshall be addressed to the
Chairman, Local FederalCoordinatingCommittee,Overseas CFC, Office of the
Secretary of Defense,Pentagon,Washington,DC 20301.

2. PrincipalCombinedFund OrRar]i~ation(PCFO)

a. The LFCC shall select a PCFO to administer the campaignand to
serve as fiscal agent.

b. The Departmentof Defense shall utilize the criteria in 5 CFR Part
950 section 95O.1O5 (reference(c)) or subsequentOPM Rules and Regulationsto
select the PCFO.

c. ‘l’heNationalVolunteerOrganizationsCampaign Committee (NVOCC) is
currently serving as the PCFO. It is comprisedof the American Red Cross,
InternationalService Agencies- Overseas Area, National/UnitedService
Agencies, Naticmal VoluntaryHealth Agencies,and United Service Organizations.

d. Questionsrelated to the conductof annual campaignsshall be
-

addressed to the DoD overseasCFC coordinatorat the address shown in paragraph
B.1.d., above, of this enclosure.

3. Particiwtin~ VoluntaryA~encles

a. On~y those nationalorganizationsapproved by OPM will participate
in the DoD overseas CFC.

b. lf any individualagency or group of recognizednational voluntary
agencies chooses not to participatein the CFC under the fjnal arrangemen-ts
decided upon, it may withdrawfrom the campaign;however, it will not have
fund-raisingprivilegesat places of employmentor duty in DoD installationsor
activities in the overseasarea. The CFC is the only authorizedcharitable
fund-raisjngdrive in the Federal workplace. No other fund-raisingdrive may
be conducted in the Federalworkplace withoutwritten permissionof the
Director of OPM.

c. ORGANIZINGTHE CAMPAIGN

1. Upon receiptof this plan, eacn Unified Commander shall establish a
Command CFC CoordinatingCommittee to give leadershipand direction to the
planning and conductof the campaigrl.

2-2
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Aug 17, 90
5035.5 (Encl 2)

- a. The ~ommitteeshall be organizedand have membershipas indicated
in the attachm~[ltLo this enclosure.

b. Employee representativessnail be appointed to the Command
Committee, includingany recognizedemployeeorganizationswherever
practicable, to ensure employee participationin the planningand conduct of
the campaign.

c. The Unified Commandershall designatea representativeto serve as
the Chairman of’the Command Committeewho, in turn, shall initiateaction
promptly to organize and plan for the campaign.

d. The Command Committeeshall assemblenecessary informationand
data, plan the detailed arrangements,and identifyand attempt to resolve any
policy issues.

2. The Unified Commandershall serve as the CampaignChairman for his or
her command area and shall ensure that the campaign is properlyplanned-,
scheduled, and implementedeach year on a timelybasis by the Command CFC
Committee.

D. ESTABLISHINGCAMPAIGN ARRANGEMENTS

1. Cam~aign Name. The name shall be the DoD Overseas Combined Federal
Campaign. The title shall include ttlefiscalyear during which the
contributionsare solicited,and the CommandCFC CoordinatingCommitteemay

~ localize the campaign name as it sees fit. Example: FY 1990 DoD Combined
Federal Campaign - Pacific.

2. l;ampai~nPeriod. The solicitationof employeesshall occur for no more
than a 6-week period between September 1 and November 15, as establishedby the
LFCC . The 6-week period may be extended by the LFCC as local conditions
require, but in no event may it be extendedbeyond November 15, except in those
instances where the campaign includesdeployedmilitary units and then not
beyond December 15.

3* Campaign Area. As indicatedin paragraphB.1.c., above, of this
enclosure.

4. Annual Campai~nAnnouncement. Annually,well ahead of the campaign
period, the Secretary of Defense shall renouncethe forthcomingcampaign by
memorandum addressed to all major componentsof the Departmentof Defense that
have overseas activities.

5. ContributorDesignations

a. A contributor’sleaflet shall be provided for contributorsto
identify the participatingvoluntarycampaignorganizationsand shall list
their member agencies with a brief descriptionof each agency’sprogram. The
leaflet shall explain the method by which undesignatedfunds will be divided
among the voluntary campaignorganizationsand shall explain the contributor’s
right to designated gifts to individualvoluntaryagencies. Designationsof
gifts are to be entered in the appropriateblocks on the contributor’scard andb
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it must by sigrled by the contributor III t-he space provided for validating such
designations.

b. ‘1’hu I ight to designate will be plainly stated in the contributor’s
leaflet, and designationswill be encouragedin campaign publicitymaterials —
and speeches.

c. Ali contributors’designationsminus appropriatebudget and -
shrinkage expenses shall be allocatedto the appropriatevoluntaryagency
organizationfor the specificvoluntaryagency designated. These amounts shall
be separate from each voluntaryagency’sshare of the undesignatedfunds.

6. Il]stributionof UndesignatedF~r]ds.Undesignatedfunds include
contributionsin cash and pledges by p~yroll allotment to the CFC that are not
designatedby the contributorfor a specificvoluntaryagency. These funds
minus appropriatebudget and shrinkageexpenses shall be distributed among the
authorized voluntary campaign organizations as specified by OPM Rules and
Regulationsand the PCFO. They may also be used to support family support and
youth activity programs.

7. CampaignGoal. An overall canpa]gngoal may be announced to encourage
voluntary participationthroughvoluntarycontributionsby all DoD personnel.
Dollar goals may be establishedfor commandsand activities. No personal
dollar goals or quotas shall be established.

8. Campaip.rl~nd PublicityMaterials

a. The keyworkerkit shall irjeludea contributor’sleaflet,which
contains a list of eligiblevoluntaryAgencies,a suggested giving guide, and
general campaign information;and a contributor’scard, which is a joint pledge
card and/or payroll authorizationand~or name release form. These shall be ~
distributedby each keyworkeras the officialCFC informationpackage to each
potential contl.ibutor.All CFC literaturemust informemployees of their right
to make a choice to contributeor not to contribute,to designate or not to
designate, and to give a confidentialgift in a sealed envelope.

b. S(lggestedgiving guides for use by individualcontributorsappear
in the contributol”sleaflet in an effort to accomplishan enthusiasticand
purposefulcampaign;however,the decision to give and the amount are
determined by eaeh.contributor. The giving guides show the amount of periodic
payroll deduction suggestedfor various income levels. However, there sha~l be
no requirement that the individual meet the guides when making gifts, and care
should be tak-er~to see that the suggestedgiving guides are not misinterpreted
as individualAssessmentsor quotas.

c. “I”h? contributor’sleaf-letand other campaign publicityshall
emphasize the concept of the single combinedannual campaign. The
contributor’scard permits the privilegeof pledgingextended payment through
payroll allotment,and makes it possible to cover 1 year’s commitmentat one
time. It shall clearly state and urge the DoD donor to direct his or her gift
to specific voluntary agencies or group of his or her choice by designatingin
the boxes provided their choice from the list providedand that write-insare
prohibited.

2-4 —



—

L

Aug 17, 90
5035.5 (Encl 2)

9. MonetariyControls and Accounting

a. The central depositoryfor all funds is the Combined Federal
Campaign - Overseas Area, P.O. Box 2270, Merrifield,VA 22116-2270. Other
financial institutions,such as U.S. military banking facilitiesand U.S.
credit unions, are lending their services in overseasareas. The local
participating fjnancial institutionshall be instructedto transmit all
deposits to the above address. Local withdrawalsare not authorized.

b. The audit copy of each contributor’scard shall be sent to the CFC
- Overseas Area, P.O. Box 2270, Merrifield,VA 22116-2270. This is to permit
the designatior~sto be talliedand other reports to be compiled.

c. The procedures to be followedat all military installationsare
printed in the project officer’sguide by area.

(1) In areas where the PCFO establishesthe bank account, they
will ensure that arrangementshave been made to have deposit slips printed and
available for the project officersand keypersonsto make deposits. Some.areas
may be directed to bank-by-mailwith an account that has been establishedby
the NVOCC and/or PCFO. In these instances,the projectofficers shall secure a
bank draft or money order for cash receivedand forwardthe ‘fundsto the
banking institutionsestablishedfor their area. The cost of the bank draft or
money order will be taken from the CFC funds, and a copy of the receipt
included with the transfer of funds and noted on the project officer’s report.

+ (a) The bank, credit union, or other financial institution,
shall forward 90 percent of the deposits to the CFC - Overseas Area, P.O. Box
22’70,Merrif’ield, VA 22116-2270,within 30 days of the end of the campaign in
their area, and forward the balanceat the end of December. This remittance
shall refer to the account title as illustratedin subparagraphD.$).c.(1),
above, of this enclosure.

(b) Contributors’checks that have failed to clear after the
second presentationshall be forwardedto the PCFO at the time the funds are
transferred. lf checks not honoredare returned to the locaj bank after
December 31, they shall be forwardedwith an accompanyingletter to the C+C -
Overseas Area, P.O. Box 2270, Merrifield,VA 22116-2270. An immediatere$und
shall be sent to the local financialinstitution.

(2) The keypersonshall:

(a) Ensure the contributor’scard is fully and accurately
completed. The keypersongives the contributorhis or her copy of the card as
a receipt and forwards the originaland audit copies to the project officer.

(b) Deposit all checks and cash in the special CFC-OA account
opened by the PCFO or project officer. In certain localities,it may be
impracticalfor the keyperson to make deposits in the account. Where such
conditions prevail and when justified and authorizedon a case-by-casebasis by
the Command CFC Committee, keypersonsmay turn over the funds and contributors’
cards to the project officer for deposit and deliveryto the servicing finance
office. (When jt is not practicalto turn in cash to the project officer, the

L
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keyperson shall convert all cash items to bank draft or money order made
payable to the CFC-CJAprojectofficer ~nd send it to the project of’ficer. )

(c) After completing the keynerson’s report form, the
keyperson WI1l rutain the second copy of the report form for his or her records ~
and forward the audit copy of the report form along with the financial
institution’sdeposit slips,’the contributors’cards, any sealed confidential “
envelopes, and any completedcontributionacknowledgmentforms (if attached
separately) to the project officer.

(d) Upon completionof his or her duties, the keypersonwill
turn in to the project officer,or destroy, those records that identifyunit
contributorsby rjame.

(3) The projectofficer shall:

(~) Verify the accuracyof the totals of each keyperson’s
report form bel’ot”epreparinghis or her report, check to see that the totals of
the deposit slips agree with the report totals and the financial institution
statements,check the deposit slips and the number of confidentialenvelopes
shown on the keyperson’sreport form, check the total number of payroll
allotments against the total reported,and retain the original copy of the
keyperson’s report form and confidentialenvelopes to forward to the community
area project officer.

(b) Review the contributor’s cards received to determine
which ones have been completedto serve as payroll allotmentauthorizations.
The payroll allotmentauthorizationshall be distributed in accordancewith
section E, enclosure 1.

(c) When such procedure has been specificallyauthorized, -
deposit all checks, and cash money orders or other cash items and confidential
envelopes in the local participatingfinancialinstitution. If there is no
federally recognizedfinancialinstitutionavailable,the project officer will
convert all cash to a bank draft money order and forward it to the banking
institutionsdesignated in the projectofficer’sguide, or to the PCFO. Postal
money orders may be pur~hasedfrom contributionsand the cost annotated on the
report. The check or money order must be annotatedwith the project officer’s
identificationnumber to allow the PCFO to correlatecash receipts.

(d) Preparea report to the communityarea project officer in
accordance with Instructionson the project officer’s report form and/or your
Command and Service regulations. Each report submissionshall be accompanied
by the audit copy of each contributor’card received to that date with any
completed contributionacknowledgmentforms attached,and sealed envelopes.
Some communityarea project officersmay requireonly a verbal interim report
and all materialswith the final report.

(e) preparea final report that will be supported by the
deposit slips f’romthe financialinstitutionsand by the receipts from the
finance office for payroll allotments. The total amount from these items will
equal the total funds raised. The total amount will include the checks
returned to the financial institution if payment is refused and will show a
reduction at the bottom of the final report.
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(4) Community area project officer

(a) The financial institut~on shall open any sealed envelopes
?nd shall provide a deposit slip to the project officer for the totdl amount of
the checks and cash. In the event any contributor’scards are included in the
confidential envelopes, the financial institution shall return them to the
project officer for processing.

(b) The communitypr~ject officerwill retain a copy of his
or her report, the unit project officers’ and keypersons’ reports, and all
receipts on file for 1 year.

(c) The.communityarte~project officershall promptly forward
the audit copy of each contributor’scard with attachedcontribution
acknowledgmentform received from the Unit ProjectOfficers. A communityarea
project officer report shall be preparedby consolidatingthe various unit
project officers’ reports. The communityarea projectofficer shall be
responsible for checking the unit project officer reportsagainst the totals
from the deposit slips and the allotmentfor receiptssubmitted. These
receipts shall be held for at least 1 ,yearfor reconciliationand audit
purposes.

d. The PCFO shall arrange for the tabulationof contributions
according to designationson the contributorcards and furnish the PCFO
accounting agent with the appropriatedetails regardingdesignationsto member
agencies. The voluntarycampaigno~ganizationsshall be responsiblefor
distribution internallyto member agencies in accordancewith the OPM CFC
Regulation (reference(c)) and their agreementsamong member groups.

e. “l’he PCFO, as the central depository for the campaign, shall receive
funds from the overseas financial institutions and payroll allotment checks
from finance and payroll officers,and disburse funds in accordancewith the
OPM CFC Regulation (reference(c)) and with agreementsamong member groups, and
provide accounting informationto all participantsin the overseas CFC.

f. The campaign expensesshall be shared proportionallyby all
recipient organizationsreflectingtheir percentageshare of gross campaign
receipts.

13. The contributionackrlowledgeforms will be processedby the PCFO in
accordance with reference (c), except that a computerizedlist of names and
addresses may be sent to the authorizedagency insteadof a copy of the form.

10. Campaignand PublicityMaterials

a. Campaign Materials

(1) The followingmaterialsnormallyshall be provided for the
campaign:

(a) Projectoff’icer’skit containing: project officer’s
guide, project officer’s report form,and projectofficer’sreceipt form (for

L payroll allotmentauthorizations).



(b) Keypel”so[l’sklt containing: keyperson’s report form,
contributor’s leaflets, contributor’s cards, posters, and bank deposit slips
(where authorized).

(c) Community area project officer’s report forms (enclosed -
in each box of m~teri~ls).

(2) III addition to the above materials, the local financial
institution shall have its own supply of deposit slips for cash contributions
and confidential sealed envelopes,broughtby the keypersonsor project
officers.

(3) ‘~’hes~~icitationmaterialsare preparedon a ration of one
keyperson kit to 20 potentialcontributors. These materialswill reach project
officers throughCommand channels. Additionalsuppliesare available from the
local representativesof the voluntaryorganizationsor throughCommand
channels. All materialshave been reviewedand approvedby the Departmentof
Defense.

(4) Informationmaterialsabout the voluntaryorganizationsare
made available to the projectofficersby the voluntaryorganizations’
representatives.

b. Publicity Materials

(1) The Departmentof Defense,through the American Forces
informationService (AFIS),shall clear all press, radio, and television
publicity materials furnishedby the Uepartrnentof Defense for use in support
of the campaign. Press publicitymaterialsare distributedby the American
Forces Press and PublicationsServices(AFPPS)directly to all overseas Armed
Forces newspapersreceivingthe service. Radioand televisionpublicity
materials are distributedby the Armed Forces Radio and TV Services (AFRTS),
Los Angeles, CA directlyto Armed Forces Radio and Televisionnetworks and
outlets.

(2) ‘l_’hepress kit shall inclhde a statementendorsing the campaign
by an appropriact?officialand suggestedpress releases,as well as other
suitable materials. The radio and televisionkits shall includegeneral
campaign and agel~cyspot announcementsin the requiredaudio and video tape
formats.

(3) Recipientsof press, radio, and televisionpublicitymaterials
are requested to rlotifythe appropriatepublic affairs officer or project
officer to coof.dll~atethe releaseof the material.

E. PAYROLL ALLOTMENTAND AUTHORIZATION

1. Payroll allotments for contrib~tions to the CFC-OA are authorized by
the DoD Directivesand the implementingregulationsof the Military Departments
as follows:
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Department. Military Personnel CivilianPersonnel

DoD DoD Directive7330.1
(reference(e))

Army AR 37-104-3
Navy Para 60601, Navy Pay

and PersonnelProce-
dures Manual

Air Force AFM 177-373,Vol I
Marine Corps JUMPS FPM, Part 6

DoD Directive 1418.4
(reference (f))
AR 37-105
NAVCOMPTManual,
Vol 3, para 033023 -
Vol 4, para 045061
AFM 177-104
NAVCOMPTManual,
Ch 6 Vol 3, para 033023
Vol 4, para 045061

2. If a payroll allotment is authorized,the originalof the contributor’s
card shall be separatedby the projectofficer and taken to the appropriate
finance or payroll office as promptlyas possible to ensure timely processing.
The project officer shall fill out the receipt for the payrollauthorization
form for these allotmentcards and shall obtain a signatureacknowledging
receipt of the forms. Since authorizeddeductionsstart in January, the cards
for military members should be receivedby the Service FinanceCenter-no later
than December 1 for processing. If the contributionis a cash donation, the
original of the contributor’scard may be destroyedor given to the donor. The
audit copy of the contributor’scard will be transmittedto the PCFO by the
community area project officer.

F. ORIENTATIOIJ,TRAINING, AND PUBLICITYARRANGEMENTS

1. The Del)CFC-OA involvesso many features that a formalplan should be
developed by the Command CFC CoordinatingCommittee to cover the orientation
for staff and Service representatives,the training for projectofficers and
keypersons, and publicity to employees and military members.

2. lt is expected that all overseasCommandersshall assist campaign
leaders in the conduct of an enthusiasticand purposefulsolicitationon their
installationsr’ordevelopingmaximum group interestand response. In
orientation pl’ograms,however,care should be taken to clarify that:

a. The policiesand proceduresof the OPM regulation(reference (c))
and as described in enclosure 1 are to be maintained intactas they ap~ly to
prohibition against individualemployeequotas, assessments,or any other form
of coercive action.

b. The employees’right of privacyas to the amount of the gift and
the right to contributevoluntarily,either with or without the use of a
confidential sealed envelope, is to be respected.

3. Employeesand militarymembers should be told of the backgroundand
purpose of the combined campaignarrangements,includingthe availabilityof
installmentpayments through payrollallotment. It is essentialthat
keypersons be trainedeffectivelyon proceduresfor arrangingpayroll
allotments and also be equipped to answer any questionsof a substantivenature
regarding the programsof the participating-voluntaryagencies:



G. CAMPAIGN REPORTING

1. A major function of the CFC is the timely reporting of campaign
progress through the Unified Command channels.

-
2. Campaign materialsshall have a blank space for a project officer

identificationnumber. This number shall be used when any specific
identification is required and shall also be used in the financialprocedures
to identify the source of contributions. Project officer identification
numbers should be assigned by each of the Unified Commands, as follows:

PROJECT OFFICER IDENTIFICATIONNUMBERS

a. Three Digits + 2 ALPHA (Optional)used. Unified Commands should
make every effort to see that their Commandsare assigned the same numbers each
year.

Numbers Command
100-299 PacificCommand
300-699 EuropeanCommand
700-799 Central Command
800-899 SouthernCommand
900-999 AtlanticCommand

b. 2 ALPHA (Optional)used in
officers wish to assign them for their

cases where the communityarea project
own local control.

3. These project officer identificationnumbers are necessary to maintain
monetary control. All campaignofficialsshall ensure that they are properly
constructed,assigned, reported,and entered on each contributor’s card.

~
4. Final CamPaim Reports

a. The followinginformationfrom each Command project officer, using
the individualproject officer identificationnumbers, is to be reported to the
DoD overseas CFC coordinator:

(1) Number of potentialcontributors.

(2) Number of actual contributors by installation.

(3) Total contributions.

(4) Number of individualsauthorizingpayroll deductions.

(5) Total payrolldeductionamount.

(6) Number of individualscontributingcash.

(7) Total cash amount.

(8) The aggregatetotals of subparagraphG.5.a.(1) through (7),
above, for the UnifiedCommand.
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EXAMPLE

PO/ID (1) (p) (3) (4) (5)
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(6) (7)

xxx —.

xxx .———

COMMANDTOT To;l’ TOT Tor TOT TOT TOT

b. ~dlhfki~n critiqueand recommendationsfor next year.

c. The Ieport is due each year by January 15.

d. The informationis assigned ReportControl Symbol DD-DA&M(A)1392.

Attachment
Combined Federal Campaign - Overseas Area Organization Chart
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